[image: image2.wmf]REQUEST FOR RE-EVALUATION OF ROLE

	Name(s):
	

	Process Owner area

(where applicable)
	

	School/Division:
	

	Job Group No:
	

	Job Title (Current):
	

	Proposed Job Title (where different): 
	

	Current Grade:
	

	Anticipated Grade:
	

	Short description of substantive and material changes to the role (please ensure job description fully reflects all aspects of the revised role)

N.B. Please attach revised job description (including work examples) 


	

	Role-holder’s Declaration (Please insert name(s))

This is to confirm that I agree with the content of the revised job description:
	

	Date:
	

	Line Manager’s Declaration (Please insert name) 

This is to confirm that I agree with the content of the revised job description.
	

	Line Manager comments (if any) 


	

	Date:


	

	School/Divisional Manager’s Declaration (Please Insert Name)

This is to confirm that I agree with the content of the revised job description:
	

	School/Divisional Manager’s Declaration (if any). (Effective date of any change in grade will be the date of receipt of request in Human Resources.  If, exceptionally, you believe there are any grounds for back-dating please include these here. Please note any backdating is exceptional and will be limited):
	

	PLEASE NOW FORWARD THIS FORM, WITH THE NEW JOB DESCRIPTION TEMPLATE, ELECTRONICALLY TO THE RELEVANT FACULTY/DIVISIONAL HR MANAGER

	For HR Services Use Only:

	Date received:


	

	Has the role been approved by the Process Owner (where applicable) for evaluation?


	YES/NO

	Does the role fit / make sense within the Divisional / Faculty structure?


	YES/NO

	Has the grade descriptors (where appropriate) been used?


	YES/NO

N/A

	Is the JD well structured and coherent?


	YES/NO

	Can the grade expectation be met?

(Know How check completed?)


	YES/NO

	Has backdating been approved by the Head of HR Operations?


	YES/NO

N/A

	Effective date of any grade change agreed by Head of HR Operations (giving reasons where appropriate):


	

	Name of all role holders in the job group that this re-evaluation applies to:


	

	Name of Role Expert to attend the panel (where required):
	

	Name of all role holders  currently in the job group that this re-evaluation does NOT apply to:


	

	Where appropriate, any contextual information for the Technical Adviser:
	

	Confirmed job description template ready for evaluation:


	YES/NO

	HR Manager:
	

	Date:


	

	Please now forward to: Reward-team@bristol.ac.uk


	<Insert job title here > Ref
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BRISTOL





	1 JOB DESCRIPTION 
(Guidance notes are  available to assist in completion of this template)

	School or Division/ Address:
	

	Academic Faculty / Support Services Division:
	

	(Supplementary information for recruitment only)

	Job Family / Grade: 
	
	Salary range:
	

	Hours of work:
	
	Work pattern:
	

	Contract type:
	

	1.1 Main Job Purpose

	

	1.2 Statement of Responsibilities 

(Use the sub-headings below if applicable – refer to guidance notes)       

	Analysis, Reporting and Documentation 
Customer Services & Support 

Planning & Organising 

Liaison 

Decision Making 

Problem Solving 

Continuous Improvement 

People Management 



	1.3 Relationships and Contacts

	Line manager: 
	

	Line manager to (where appropriate): 
	

	Internal Contacts

	Contact with whom?
	Nature of relationship
	Purpose

	
	
	

	
	
	

	External Contacts

	Contact with whom?
	Nature of relationship
	Purpose

	
	
	

	
	
	


	1.4 Organisation Charts


	


	1.5 Job Hazards/Safety Critical Duties (Pre-employment health screening)
(Please refer to guidance notes at http://www.bristol.ac.uk/hr/resourcing/practicalguidance/appointment/checks.html)

	The following duties are an intrinsic part of the role and any offer of employment will be conditional upon satisfactory health screening by the University Occupational Health Service:


(if there are no job hazards/safety critical duties please delete paragraphs above and state “Not Applicable”)

	2 PERSON SPECIFICATION

	2.1 Relevant Experience, Skills and Knowledge

	Essential
	Desirable

	· 
	· 

	2.2 Relevant Qualifications

	Essential
	Desirable

	· 
	· 

	2.3 Communication and Interpersonal Skills

	Essential
	Desirable

	· 
	· 

	2.4 Additional Criteria 

	Essential
	Desirable

	· 
	· 

	3 BACKGROUND INFORMATION

	3.1 The School/Division

	

	3.2 The University and the City of Bristol

	The University of Bristol's roots date back to 1876.  Since its formation it has become one of the leading institutions among the UK's Russell Group of universities and operates globally, where it is recognised for its research and academic excellence.

The University has a strong interdisciplinary approach and regularly features among the top ranking institutions in global league tables.

The University of Bristol’s mission is 'to pursue and share knowledge and understanding, both for their own sake and to help individuals and society fulfil their potential'. This is underpinned by a vision where the University of Bristol is an international powerhouse of learning, discovery and enterprise, whose excellence is acknowledged locally, nationally and globally, and that is:

· dedicated to academic achievement across a broad range of disciplines, and to continuous innovation and improvement

· research-intensive, supporting both individual scholarship and interdisciplinary or thematic research of the highest quality

· a centre for intellectually demanding, research-informed education that nurtures independence of mind and helps students achieve their personal goals and serve society’s needs, both during and after their time here

· an inclusive and collaborative community of scholarship that attracts and retains people with outstanding talent and potential from all walks of life and all parts of the world

· a stimulating and supportive environment for all students and staff, distinguished by a commitment to high standards, respect for the individual and a strong sense of collegiality

· committed to operating in a sustainable manner

· engaged with society’s interests, concerns, priorities and aspirations

· a major contributor culturally, environmentally and economically to Bristol and the South West

· well led and responsibly run, with an emphasis on consultative decision-making and open communication as well as personal responsibility and accountability

Key to Bristol’s vision is a clear and consistent articulation of and dialogue with its many stakeholder and publics about the wide range of research carried out at the Institution and hence is often featured in many national and international media.  It has a proud history of two way dialogue as part of its research activities and addresses the world’s key challenges through an interdisciplinary approach.

The University also plays a lead role in the city of Bristol’s cultural and economic well being and carries out an extensive programme of events and activities on behalf of the city, as well as being a keen supporter of partner organisations’ activities.

For more information, please see http://www.bris.ac.uk/university/


	3.3 The University’s commitment to Equality and Diversity and a Positive Working Environment

	As a leading global institution we are keen to attract the most highly talented individuals from a diverse range of backgrounds. Further information on our commitment to equality and diversity can be found at:

http://www.bris.ac.uk/jobs/diversity.html
The University’s Positive Working Environment (PWE) agenda is an ongoing process with the aim of making working life at the University of Bristol productive, rewarding, enjoyable and healthy for all colleagues. To find out more about PWE please visit http://www.bristol.ac.uk/pwe/


	4 APPLICATION PROCESS

	Please visit our web site at www.bris.ac.uk/jobs, enter the vacancy number xxxx into the job search and follow the link to the on line application process.
The closing date for applications is xxxx.

Further information on the University’s application process can be found at: http://www.bristol.ac.uk/jobs/application-process.html


	5 SELECTION PROCESS

	It is expected that the selection process, including interviews, will be held on/ in. 


	6 SUPPLEMENTARY INFORMATION FOR UBJES EVALUATION

	Please use this section to provide the important contextual information that supplements the job description and is essential for an accurate evaluation of the role.



	6.1 Work Examples 

	

	6.2 Additional Statistical Information 

	

	6.3 Relevant Physical and Environmental Information
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